
 

 

HOW TO APPLY FOR A 

GRANT 

 
Thank you for your interest in applying for a CCE Grant!  This 

document will walk you through the process. 

 

The first thing you will do is click on one of the links below to access one of 

the CCE Community Grants Portals.  The portal is essentially an 

“entryway” to the DHA grants management system where our Grants 

(Funding Opportunities) are housed. To apply for a grant, you must first 

login through the portal with a username and password.  

 

 Links to the DHA Grant Portals 

 

Use this link to access grants offered by the Utah Department of Cultural 

and Community Engagement (including Legislative Pass Through 

Appropriation Grants), Utah Division of State History, STEM Action 

Center, and the Utah Office of Multicultural Affairs (MCA) 

CCE General Portal:  https://utahdcc.secure.force.com/dha 

 

 

 

https://utahdcc.secure.force.com/dha


 

Use this link to access grants offered by the Utah Division of Arts & 

Museums: https://utahdcc.secure.force.com/portal/ 

 

Use this link to access grants offered by the Utah State Library: 

https://utahdcc.secure.force.com/usl/ 

 

 

Once you click on the link, you will see the login page: 

 

 

 

 

 

 

 

 

 

 

https://utahdcc.secure.force.com/portal/
https://utahdcc.secure.force.com/usl/


 

 

 

If you haven’t accessed our system before, click New User?. After you 

click New User?, you will see a general information page called Request a 

New User Account.  Please answer all the questions.  This gives us the 

background information we need to set up your account in the portal so that 

you can apply for grants. Keep in mind that we are looking for the legal 

name of your organization, and the mailing address of the 

organization you are applying on behalf of – not a personal address.   

 

 

 

 

 

 

 



 

 

After you click Submit, you will receive an automatic email letting you know 

that you have successfully submitted and that you should receive another 

email with login and password information within 48 hours.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

As soon as you have been set up with a password, you will receive a 

second email that says this:  

 

 

Dear (Your Name), 
 
Your Utah Department of Heritage and Arts login and password information is below. 
Click on the provided links to access the portals. After you have logged in, please reset 
your password. 
 
If you receive a "visualforce error" when you log in, try these steps: 
 
1. Click on the small "logout" link in the top right corner 
2. Once you've logged out, close the tab/browser 
3. Go back to the login page and try logging in again 
 
Our grants system works best in either Chrome or Firefox. 
 
Below are the links to the portals and our contact information. Please bookmark the 
URL that applies to you for all subsequent logins.  
 
For Arts Grants: Arts and Museums Portal: 
https://utahdcc.secure.force.com/portal/ 
Contact: Racquel Cornali, rcornali@utah.gov, 801 236-7541  
 
 
For Cemetery Grants: DHA  Community Grants Portal 
http://utahdcc.force.com/dha 
Contact: Amy Barry, amybarry@utah.gov, 801-245-7247 
 
For All Other Grants: DHA Community Grants Portal 
http://utahdcc.force.com/dha 
Contact: Kristin Mead, kristinmead@utah.gov 
 
 
 

Your username (email address) and temporary password will be at the 

bottom of the email. Links to the portals will also be near the bottom of the 

email.  

https://utahdcc.secure.force.com/portal/
mailto:rcornali@utah.gov
http://utahdcc.force.com/dha
mailto:amybarry@utah.gov
http://utahdcc.force.com/dha
mailto:kristinmead@utah.gov


 

 

 

Once you have clicked on a portal link, use your email address as your 

username and the temporary password from the email to login.  You will 

always use your email address as your username.  Once you are in, 

you will be instructed to change your password. Make sure it is a 

password you will remember as you will use it from now on to log into 

that particular CCE Community Grants Portal. (If you forget your password, 

click on Forgot Your Password? on the login page.) 

 

If you have previously applied for grants through one of our portals, 

but want to apply through a different portal, try your username and 

password to see if they work. If you cannot access the portal, let us know. 

We may have to create a separate portal user account for that particular 

portal. 

 

If you have used a portal before but have forgotten your password, 

click Forgot Your Password? on the login page – remember that your 

username is your email address.  You will be taken to a page where you 

can reset your password. 

 

 

 

 

 

 

 

 

 



 

 

 

 

Once you have successfully logged into the portal, you will see this: 

 

 

 

 

 

To access new Funding Opportunities (Grants) click on Apply. 

 

 

 



 

 

 

 

 

After you click on Apply you will see a page with a list of open Funding 

Opportunities (grants that are open and accepting applications). Click on 

the name of the Funding Opportunity to read the Guidelines and Apply.  

NOTE: You may also just click Apply.  This will take you directly to the 

application.  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

You will then see something like this: 

 

 

 

 

 

The organization you indicated in the New User Account section should 

show up in the dropdown. (DHA is a test organization for purposes of this 

training document) 



 

 

 

Click on Apply Now. 

 

 

 

Once you have clicked on Apply Now, you will see this success message: 

 

 

 

 

 

 Click Start Application. 

 



 

 

 

 

 

 

When you start a grant application, the first section you must complete is 

the Overview section. You will enter in the dollar amount you are applying 

for, give your application a title, and enter in a general description of your 

project. If there is a red line next to the question, that means the question is 

required and you must answer.  

 

 



 

 

 

The Primary Applicant Address will be the address you filled in when you 

requested a New User Account.  If there is anything missing, please add.  

If there is anything incorrect, please change. Again, this should be the 

mailing address of the organisation you are applying on behalf of.  If you 

are applying as an individual (such as for an individual artist grant), it will be 

your personal mailing address. 

Below this, you will then see the Guidelines for the particular grant you are 

applying for. 

 

 



 

It is really important that you read through the Guidelines carefully.  

This tells you everything you need to know about the grant – including 

criteria and stipulations for applying. 

 

The example below is for the COVID-19 Racial Equity and Inclusion Grant 

that ran in 2020.  Each grant will have its own set of guidelines, eligibility 

criteria, and application sections. 

 



 

 

 

Once you have read the guidelines, you can either Save & Exit - which 

means you can come back later, or you can click Next to go on to the 

actual application. You may leave the application and come back at a 

different time at any point. Always remember to Save before you exit.  

 

It is a good idea to click Save often as you work through the 

application. 

 

 

 ***For instructions on how to leave and come back to the application, 

see the end of this document. *** 

 

 

 

 



 

 

Individual sections will look something like this: 

 

 

 

 



 

 

Notice the different sections at the bottom. 

 

 

 

There are a few types of application questions that you may see as you go 

through the various sections of a particular grant.  Most questions will 

require you to type your answer in the box below the question.  Each 

answer box has a character limit.  There will be a light blue or gray bar 

right below the answer box.  This bar will let you know when you are 

nearing the character limit for that particular question. 

 

NOTE: If you prefer to copy and paste from another document, you may 

but it may influence the character limits for that particular answer.  It is 

suggested that you use Microsoft Notepad rather than Microsoft Word or 

Google Docs.  Because of the way these documents are formatted on the 

backend, extra characters are added into the character count.  



 

 

 

 

Some questions may be multiple choice. Multiple choice questions may 

allow one or more answers.   

 

 

 

 

 

 

 

 



 

Some applications may have a link to a template for you to fill out and then 

upload back to the application. Links to templates may be right in the 

application or on the website (the location of the link will be indicated in 

the application) If a template is provided, please use it instead of 

creating your own.   

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

When you click on a template link, you may see something like this: 

 

 

 

 

Click on the Download Icon to download to your computer. Once you 

download it to your computer, make sure to click Enable Editing at the top 

in order to fill it out and save it. 

 

You may also be taken directly into the template.  To download to your 

computer, click File up at the top and then click Download in the drop 

down menu. 



 

 

 

 

 

 

 

 

Once you save it to your computer (it is easy to save to your desktop) you 

will fill it out then upload it back to the application.  You may also be 

required to upload other forms, such as a W-9.  The same process will 

apply. Click Choose File, then find the document you want to upload from 

your computer.  An easy way to do this is to have anything you want to 

upload saved to your desktop. 

 



 

 
 

 

 

Once you click on the file you want, click Open. 

Check to make sure it is the correct file, then click Upload. 

 

 

 

 

 



 

 

It is easy to tell if an upload worked because an Upload Date will appear. 

 

 

 

 

NOTE: If you have trouble uploading a document, try renaming it – give 

it a simple and short name without any punctuation. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

When you have made your way through all the sections, you will reach the 

Review & Status section. This is the final section of the application where 

you will check to make sure you answered everything and submit your 

application.  You will see this: 

 

 

 

 

 

Note: You can go onto another section without answering a question.  

Keep in mind that you will not be able to submit your application until all 

questions are answered.   

 



 

Green Check Marks mean that questions have been answered.  Red X’s 

mean they have not.  If you have any Red X’s, you will not be able to 

submit your application. 

 

 



 

 

 

Note: If you have all Green Check Marks and you still aren’t able to 

submit, check your character limits.  If you go over the character limit on a 

question, you will not be able to submit. If you copied and pasted from 

Microsoft Word or Google Docs, you may have inadvertently gone over the 

character limit for those answers.  Because of the way they are configured 

on the backend, it often adds characters even if you can’t see them.  Try 

using Microsoft Notepad or just type directly into the answer box. 

 

Once you have all Green Check Marks and you are satisfied with your 

answers you can Click Submit Funding Application. Once you click 

Submit, you will no longer be able to edit or change any of your 

answers. 

Please Save or Print a copy of your finished application.  You can do this 

by clicking on the pdf icon next to Submit Funding Application or if you 

have already submitted, the printer icon under the Actions heading. 

 



 

 

 

 

You will know that you have successfully submitted when you see this 

page: 

 

 

 

 

 

You may notice that Award Amount and Funded are blank. This is 

because you just submitted. Your application still needs to go through the 

review and evaluation process by a Grant Evaluation Panel set up 

specifically for that particular grant.  The panel members will evaluate all 

applications that are submitted. Then, a decision will be made regarding 

which applications are funded and the level of funding each will receive.  

Even if you are granted funding, you may not be awarded the exact amount 

you are applied for.  It is very important that you answer all application 

questions thoroughly and thoughtfully.   



 

 

Returning to an Application  

 

If at any point you have clicked Save & Exit, this is how to get back into 

your application: 

First, log back into the portal.  You will be brought to this page: 

 

 

You can click either Update or My Applications/Evaluations to access 

your application. 

 

NOTE: If you click Apply by mistake, you will also see your applications.  

You will also see all other open applications which can be a little confusing 

if there are a lot of opportunities posted. Your application will have a green 

edit icon to the right. 



 

 

 

Click on the Green Edit Icon (looks like a pencil and paper) to access your 

application.  If you click on the Application Number (in this case: APP-

015004) you will only see a summary.  The Printer Icon will allow you to 

print out your questions and answers.  The Red Eraser Icon will delete 

your application (if the icon is visible then it is allowed) so be careful not to 

click it unless you are absolutely sure. If you have already successfully 

submitted, you will not be able to edit your application. 

 

 

Troubleshooting 

If you encounter any errors, try this link for guidance: 

https://sites.google.com/utah.gov/dhaportals/dha-general-portal-docs 
 

 


